HOUSEHUNTING (HH) TRIP ALL OWANCE

What isit?

The only authorized purpose of a househunting trip isto seek anew residence.

Guiddlines -

1.

In order to be reimbursed for a househunting trip, the trip must be authorized on the travel
authorization prior to being taken. The authorization should include method of reimbursement
(actud or fixed); specific mode of trangportation; and period of time alowed for the trip.

Employees sdlect method of reimbursement at the time the authorization is prepared. This
choiceisnot subject to change at a later date.

Temporary quarters (TQ) will be reduced when a househunting trip is granted. Check the TQ
alowance section that follows for further consderation. Circumstances that would warrant
the authorization of both househunting trip and temporary quarters would be unusua and will
require full judtification.

The duration of the househunting trip, including trave time, should not exceed 10 calendar
days.

The employee and spouse may be authorized one round trip for househunting purposes.
Thistrip may be taken asfollows:

- employee or spouse (Sseparate trips) prior to reporting to duty
- only spouse after employee reports to duty

Regardless of how the round trip is taken, the total cost will be limited to the equivaent of
one round trip taken together.

The old and new duty stations must be in the continental United States.

The map distance between the old and new duty stations must be at least 75 miles.
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Reimbursement -

Thefollowing list of expensesis provided to give an example of those costs that may be incurred and
reimbursed if needed and authorized. Receipts are required for lodging and dl items more than
$75.00.

0 Airfare

Travelers should secure contract fares through the Travel Management Center, if available,
and charge travel trangportation expenses with their DOE issued charge cards.

0 Milesge

If POV isauthorized, as more advantageous to the government, the mileage rate is 15¢ per
mile for one person and 17¢ per mile for two persons.

0 Loca Transportation

Trangt systems, POV, renta car. Taxi and limousine may be used to and from carrier
terminds.

0 Per Diem
Actua Reimbursement Method - If this option is authorized, reimbursement will be based on

actua days of travel; trangportation and subsistence expenses must be itemized and receipts
attached as required.

Employee: Lessor of the maximum per diem for the locality where the employee seeks
residence quarters or the locality where the employee obtains lodging accommodations.
(Effective March 1, 1997).

Spouse: Accompanying the employee, 3/4 of the employee rate.
Traveling separately, same as the employees maximum, as stated above.

Beginning February 1, 1997, per diem for the first and last day of travel is aways 3/4 of the
M&IE rate, regardless of departure and/or arriva time.

Per diem is based on actud trave time. When POV is used as the method of trave, a
average of 300 miles each day is used to calculate 1 day of per diem.
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or

Fixed Reimbursement Method - If this option is authorized, trangportation expenses must be
itemized; no documentation required for subs stence expenses with the exception of lodging.
Lodging must be documented and receipts attached as required; use the flat rate based on the

formula bdow:

Employee and Spouse traveling together:
Locdity rate at new duty station x 6.25

Employee or Spouse traveling separate:
Locdity rate a new duty station x 5
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